Town of Dijscovery Bay
Board Workshop
February 1, 2074




Today’s Agenda...

Partial List

2013 Year in Review

Mission, Vision, Values and Goals
TODB Strategic Plan

Records Retention Policy

Vehicle and Equipment Storage Facility
Drought and Pending Water Matters
Community Center

FY 2014-15 Budget

Board of Director’s Goals




Closed Escrow on Community Center
Capital Improvement Program in Full Swing

Hosted many successful events at the Community
Center, including Earth Day and Rocktoberfest

Well 7 drilled and it is ready for construction
Community Pool Opened Summer 2013
Four Year Rate Structure Implemented

Landscape Projects on Marina Road, Newport Ct., and
Pt. of Timber Completed

Rolled out first ever newsletter, the Pipeline, along
with the first ever Recreation Guide

Hired Recreation Projects Coordinator

There were no major issues in 2013 that cast a cloud
on the TODB, or its operations
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Mission, Vision, Goals
and Values

Provide effective and fiscally responsible municipal services in a manner which promotes a high
standard of community life with a focus on the environment and the Delta in partnership with
the community

Full service and sustainable community
Grow in harmony with the environment and the Delta
Provide the highest quality of life now and for future generations

Responsible management of public funds

Balance economic prosperity and the preservation of our neighborhoods and natural resources
Timely communication between government and our citizens

Continually improve the quality of our services

Stewards of the environment

Pride in community assets

Provide leadership while considering all points of view, to ultimately set policy and make
decisions based on what is in the best interest of the entire community

Recognize pioneers of the community

Innovation
Accountability
Respect
Integrity




A mission statement defines what an organization is, why it exists,
its reason for being. A mission statement should define who your
primary customers are, identify the products and services you
produce, and describe the geographical location in which you
operate.

It's more important to communicate the mission statement to
employees than to customers. Your mission statement doesn't have
to be clever or catchy—-just accurate.

If you already have a mission statement, you will need to periodically
review and possibly revise it to make sure it accurately reflects your
goals. To do this, simply ask yourself if the statement still correctly
describes what you're doing.




An aspirational description of what an organization
would like to achieve or accomplish in the mid-
term or long-term future. It is intended to serves
as a clear guide for choosing current and future
courses of action. See also mission statement.

BusinessDictionary.com

A Vision statement outlines WHERE you want to be.
Communicates both the purpose and values of
your business.

A vision statement talks about your future.
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Mission, Vision, Values and Goals
The “Goals”

Adopted TODB Goals: Responsible management of public funds, Balance
economic prosperity and the preservation of our neighborhoods and natural resources,
Timely communication between government and our citizens, Continually improve the
quality of our services, Stewards of the environment, Pride in community assets,
Provide leadership while considering all points of view, to ultimately set policy and
make decisions based on what is in the best interest of the entire community, and
Recognize pioneers of the community

Specific
Measurable

Attainable
Realistic

Timely

“If you can’t measure and monitor your goaIs chances are that your employees will
never achieve them and you won’t know the difference...




Mission, Vision, Values and Goals
The “Values”

Adopted TODB Values: Innovation, Accountability, Respect, Integrity

informs the customers and staff
what its core beliefs are

A value statement tells the customer and the employee where
the company stands and what the company believes in.




— from Alliance for Nonprofit Management

Strategic Planning is a management tool that helps an organization focus its energy, to ensure
that members of the organization are working toward the same goals, to assess and adjust the
organization's direction in response to a changing environment. In short,

(Adapted from
Bryson's Strategic Planning in Public and Nonprofit Organizations)

The process is strategic because it involves preparing the best way to respond to the
circumstances of the organization's environment, whether or not its circumstances are known
in advance; nonprofits often must respond to dynamic and even hostile environments. Being
strategic, then, means being clear about the organization's objectives,

The process is about planning because (i.e., choosing a
desired future) and developing an approach to achieving those goals. The process is
disciplined in that it calls for a certain order and pattern to keep it focused and productive. The
process raises a sequence of questions that helps planners examine experience, test
assumptions, gather and incorporate information about the present, and anticipate the
environment in which the organization will be working in the future.

Finalgl, because choices must be made
in order to answer the sequence of questions mentioned above. The plan is ultimately no more,
and no less, than a set of decisions about what to do, why to do it, and how to do it. Because it
is impossible to do everything that needs to be done in this world, strategic planning implies
that some organizational decisions and actions are more important than others - and that
much of the strategy lies in making the tough decisions about what is most important to
achieving organizational success.




Town of Discovery Bay Strategic Plan,
Continued...

Issue RFP

July 1, 2014

Deadline for Questions Submitted in Writing
July 25, 2014

Response to Written Questions (on or before)
August 15, 2014

Deadline for Submittal

August 29, 2014, 3:00 P.M.

Proposal Review and Evaluation

September 1, 2014 - September 15, 2014
Interviews with selected firms

Week of September 29, 2014

Town Board of Director’s Approval

October 15, 2014

Project Completion and Acceptance by Board of Directors
April 15, 2015




Records Retention
and Storage Needs

A sound records policy and affiliated records retention
schedule are key elements in an effective records
management program. They provide standards and structure
to insure that information is available when and where it is
needed in an organized and efficient manner. They state
requirements that allow the organization to establish and
maintain control over information flow and administrative
operations.

A records policy and retention schedule can help the District
adhere to the California Public Records Act and establish
accountability and transparency for the treatment of public
records. At the same time, a policy and records retention
schedule can help protect the District in the event of litigation
as it reflects a formal legal foundation for how the District

conducts its daily operations and its corresponding record
keeping.




Records Retention
and Storage Needs, Cont-d




Records Retention




Records Retention Program
Recommendations

Implementation Beginning in FY 2014/15
Consultant Led (Includes onsite staff training)
Six Month implementation Period

Cost is approximately $8,100 for the
Incrementum (Laser fiche Program
Upgrade/Incrementum is an existing TODB
user platform)

$8,500 Consultant Fee to implement Records
Retention program (in conjunction with
Incrementum).

Total estimated cost: $16,600.




Vehicle and Equipment Storage Facility
(Byron Bethany /rrlgatlon Dlstrlct )




Vehicle and Equipment Storage
Facility Needs




$256,379 of Steel, Rubber
and Plastic-




Equipment Exposed
Note Rust Stains




Brand New Eguipment




Rolling Stock Row




The Town of Discovery Bay owns
hundreds of thousands of
dollars of equipment-

We need to protect our
investment, reduce
maintenance costs, and
extend useful life of our
vehicles and equipment.




Water Supply Outlook
Presentation at February 19 Board Meeting
Luhdorff & Scalmanini Consulting Engineers

An overview of the geologic and hydrogeological

setting as a foundation for understanding the

District’s sole source of water supply, including:
Geologic Setting and Occurrence of Groundwater;

Hydrogeological Setting in Discovery Bay (includes cross
section depicting water wells that are the source of
supply for the water system);

Groundwater conditions that are relevant to Discovery
Bay (current water levels and water quality);

Well Yields and Aquifer Characteristics (well
performance, spacing, mutual pumping interference);
Groundwater Basin Yield and Monitoring (reliability of
groundwater supply for Discovery Bay).




2074 Drought and Looming Water Matters

U.S. Drought Monitor January 28, 2014

(Released Thursday, Jan. 30, 2014)

California Valid 7 am, EST

Drought Conditions (Percent Area)

U.S. Drought Monitor January 14, 2014

(Released Thursday, Jan. 16, 2014)

California valld7 am EST

Water Year

One Year Ago One YearAgo
Intensity.
possnomaiyry [ 03ExtremeDrought
01 Woderate Drought M D4 E xceptional Drought
D Drought
The Drought Menitor focuses on broad-scale conditions.
Local conditions may vary. See accompanying text summary
for forecast statements.

Author:
Anthony Artusa
NOAA/NWS/NCEP/CPC

USDA
| m‘\l;...ﬁ

http://droughtmonitor.unl.edu/ http://droughtmonitor.unl.edu/

January 14, 2074 anuary 28, 20714
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Drought Declaration for 2074

SAN FRANCISCO -- Gov. Jerry Brown on
Friday (January 17, 2014) declared a drought
emergency in California as the state struggles
with the least amount of rainfall in its 153-
year history, reservoir levels fall and
firefighters remain on high alert.




Water Water Everywhere...
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But not a Drop to be seen...
Lake Amador, January 2074




Marina at Brown’s Ravine sits far from
the water on this aerial view of Folsom

Lake on January 23, 2074-
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20713 vs 2074 Snow Pack

i
!

Jorsary 1), 014




20% by 2020 (SBX7-7)

The 2009 legislative package requires a statewide 20% reduction in urban per
capita water use by 2020.

Urban retail water suppliers (3000 service connections or sales of 3000 acre feet
per year) must determine their base per capita water use and develop water use
reduction targets.

Urban retail water suppliers must monitor and report compliance on an individual
or regional basis.




Djscovery Bay Water Consumption
2077 through 2013

Calendar Year 2011
1.183 Billion Gallons

(84,500 GPC/YR) Water
Calendar Year 2012 Consumption

1.218 Billion Gallons Peaked in 2008

(87,000 GPC/YR) with 1.328 Billion
Calendar Year 2013 Gallons (43MG

1.285 Billion Gallons
(91,000 GPC/YR)

GPC=Gallons Per Capita

more than 2013)




Required for All Homes by 2025
AB 2572

Approximately 2,100 of 6,000
water connections are presently metered




Water Conservation
Recommendations

Press Release encouraging residents to reduce water
consumption by 20% and offer realistic examples of
how to achieve those goals.

Investigate Rebate Programs for low flow devices for
residential installations.

Promote water conservation efforts on our website,
our Facebook page, and in our newsletter, the
Pipeline.

Implement Reclaimed Water Project at the Wastewater
Treatment Plant.

Initiate Water Meter Install program for all of
ZD(i)s]cgvery Bay and complete install by December




FY 2074715 Budget Calendar

e L L

April 17,2014
May 1, 2014

May 8, 2014

May 21, 2014

May 29, 2014

June 4, 2014

June 18, 2014

Staff Managers

Staff Managers

Staff Managers

Budget Sub—Committee
& Staff Managers
Budget Sub-Committee
& Staff Managers
Budget Sub—Committee
& Staff Managers

Staff

BOD & Staff

Personnel Changes

Capital Improvement

Operations &
Maintenance

Preliminary Budget
Presentation

Modified Budget
Presentation

Modified Budget
Presentation 1 {ONLY |F
NEEDED)

Roll out to BOD for
review

Budget Workshop

Presentation of the
Budget

Budget Adoption

Please list out any
Staffing changes for FY
2014-2015-fill out
form

Please list out your
departments Capital
Improvement projects
for 1-5 years forward-
fill out form

Please list out your
Operations &
Maintenance items— 2
vear budget - fill out
forms

All departments

O&M, CIP Review

All departments

O&M, CIP Review

The budgetwill be given
to all Directors at the

BOD Meeting

Workshop for the Board
of Director’s and
members of the public-
review of the Budget
Staff will present the
budget to the Director’s
atthe BOD meeting
The Director’s will adopt
the budget at the
regular BOD meeting

End of Day
February 14, 2014

End of Day
February 28, 2014

End of Day
March 14, 2014




Board of Dijrector’s Goals for
2074 and Beyond




Town of Discovery Bay

Fiscal Year 2014/2015 —2015/2016
Budget Review Calendar

Meeting Date Contributor Budget Subject Notes Time Due Date
Staff Managers Personnel Changes Please list out any Staffing End of Day February 14,
changes for FY 2014-2015- fill 2014
out form
Staff Managers Capital Improvement Please list out your departments | End of Day February 28,
Capital Improvement projects 2014
for 1-5 years forward- fill out
form
Staff Managers Operations & Maintenance Please list out your Operations & | End of Day March 14, 2014
Maintenance items- 2 year
budget - fill out forms
April 17,2014 Budget Sub-Committee | Preliminary Budget All departments 3 PM
& Staff Managers Presentation 0&M, CIP Review
May 1, 2014 Budget Sub-Committee | Modified Budget Presentation | All departments 3PM
& Staff Managers 0&M, CIP Review
May 8, 2014 Budget Sub-Committee | Modified Budget Presentation 3PM
& Staff Managers I (ONLY IF NEEDED)
May 21, 2014 Staff Roll out to BOD for review The budget will be given to all 7 PM
Directors at the BOD Meeting
May 29, 2014 BOD & Staff Budget Workshop Workshop for the Board of 3 PM
Director’s and members of the
public- review of the Budget
June 4, 2014 Staff Presentation of the Budget Staff will present the budget to 7 PM
the Director’s at the BOD
meeting
June 18,2014 Staff Budget Adoption The Director’s will adopt the 7 PM

budget at the regular BOD
meeting
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McKinleyville Community Services District Strategic Plan 2014

Board of Directors

David Couch, President
John Corbett, Vice President
Helen Edwards, Director
Dennis Mayo, Director

George Wheeler, Director

District Management Team

Greg Orsini, General Manager

Colleen Trask, Finance Director
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Jason Sehon, Parks and Recreation Director

Kathy Wilson, Board Secretary

Strategic Plan Consultant - BHI Management Consulting

Brent H. Ives, Principal

MANAGEMENT CONSULTING €
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McKinleyville Community Services District Strategic Plan 2014

Introduction

A Strategic Plan is a top level planning document for an organization to set clear
direction over all operational aspects of its mission. It serves as a framework for
decision making over a five-year period. It is a disciplined effort to produce
fundamental decisions that shape what a District plans to accomplish by selecting a
rational course of action. This planning process began with an environmental scan of
the District’s business environment including an objective assessment of the District’s
strengths, weaknesses, opportunities and threats. Input from various stakeholders
was gathered and analyzed. Starting with that information the District's Mission, Core
Values, Vision and the overall structure of this Strategic Plan were developed by the
Board in workshop settings. Within the framework of that structure and the business
environment, strategies and goals were developed to sustain and where appropriate
improve the District over the next five years. At its highest level, this Strategic Plan

seeks to strengthen and build upon opportunities while addressing areas of concern.

This plan also identifies actions, activities, and planning efforts that are currently
underway and which are needed for continued success in operations and

management of the District, and provides for periodic reviews and updates.

The strategic planning effort has focused on all of the following important areas:

e Ensuring the District’s long term financial health and stability;

e Carefully managing the infrastructure needed to fulfill the District’'s Mission;

¢ Providing responsible stewardship of the water, wastewater parks & recreation,
streetlights and other services with which we are entrusted;

e Sustaining a high performing, motivated and adaptable workforce;

e Sustaining sound management practices and good governance;

¢ Fostering partnerships when needed to better achieve our Mission; and

e Assuring clear, concise and consistent communications with the community we

serve.
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McKinleyville Community Services District Strategic Plan 2014

Strategic Planning Definitions

Mission Statement: A declaration of the District’s purpose, which succinctly describes

why the District exists. All activities of the District should be in support of the Mission
Statement. The Mission Statement is adopted by the Board of Directors. The Mission

Statement is reviewed annually but is intended to be constant over the long term.

Vision Statement: A statement that articulates where the District wants to be over the

life of the Strategic Plan. It outlines at the highest level the key changes that must be
achieved by the Strategic Plan. The Vision creates and drives strategy and tactics
identified elsewhere in the Strategic Plan. The Vision Statement is adopted by the
Board of Directors. The Vision Statement will be reviewed annually and will typically
change more frequently than the Mission Statement to reflect the direction the Board

wants to take the District over the five-year time horizon of the Strategic Plan.

Strateqic Elements: The broad and primary areas of District operations, planning, and

management that are addressed and supported by the Strategic Plan goals. These
essentially serve as the outline and organization of the Strategic Plan. The Strategic
Elements are adopted by the Board of Directors. The Strategic Elements are
reviewed annually but are intended, absent major new issues to be faced, to be
relatively constant over the life of the five year Strategic Plan.

Objective And Strateqy Statement: A concise statement associated with each

Strategic Element that describes the objective of that element. It explains why that
element is important to the District’s overall strategy and finishes with a statement

that describes how the Objective for that Element will be achieved through a strategy.

Strategic Goals: A short statement of desired success. The goal statement is

supported by a narrative that more fully explains the nature of the goal and the issues

that the goal intends to address. The Strategic Goals are prepared by management

Page 5 of 30 December 2013



McKinleyville Community Services District Strategic Plan 2014

and accepted by the Board. The Strategic Goals will change from year-to-year when
the annual assessment is made of the progress on each Strategic Element. The
Strategic goals straddle the line between policy (Board responsibility) and
implementation (management responsibility) and as such are a collaborative effort of

both the Board and management.

Strategic Plan Development

In FYE 2012 the District retained the services of BHI Management Consulting (BHI)
to facilitate and coordinate the development of the District’s five-year Strategic Plan.
BHI first gathered input from the District employees in a number of meetings so as to
allow direct and “ground level” input to the Board during their deliberations on the
Strategic Plan. A public meeting was then held to further gain a broad perspective on
the future of the District. To prepare for Board workshops the Consultant interviewed
the District Board members individually on matters they thought were most relevant
to future strategy for the District. The following topics were discussed at all of the
input gathering meetings:

e Mission;

e Vision;

e Strengths;

e Weaknesses;

e Opportunities; and

e Threats.
The Board supported this process as a way to allow all to participate in the foundation
of the Strategic Plan. Two Board workshops were conducted. At these workshops the
Board reviewed all input, revisited and refined the existing Mission Statement of the

District, created a new Vision Statement for the District and discussed Core Values.

A steering committee, consisting of Senior Management and staff, worked with BHI to

develop the Strategic Goals that support each Strategic Element. Using this process,
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McKinleyville Community Services District Strategic Plan 2014

along with both external and internal input, the Strategic Plan was assembled in a
way that best articulates the Board’s Vision and Strategy for the District over the next

five years.

Continuation Process of the Plan

A key part of the Strategic Planning process is to conduct an annual review to update
the Plan. These reviews allow for regular maintenance of the Plan so that it reflects
the actual progress and conditional needs of the District. The reviews will be
documented and followed up with by either a Plan supplement or an updated Plan. A
five-year planning horizon will be maintained with each review effort developing a
new fifth year of actions, projects and initiatives.
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McKinleyville Community Services District Strategic Plan 2014

Mission and Vision Statements

DISTRICT MISSION
Provide McKinleyville with safe and reliable water, wastewater, lighting, open
space, parks and recreation, and library services in an environmentally and
fiscally responsible manner.

DISTRICT VISION
In five years, MCSD will:

* have continued our commitment to infrastructure maintenance

* have explored options for additional emergency water supplies

* have assured water reliability (distribution system)

* have converted customers to all radio read meters

* have secured funding and completed construction of the WWMF improvement project
* be proactive with regulatory compliance

 have converted to all LED streetlights

* have continued our commitment to maintenance of parks, facilities and trails

* have opened and are operating our Teen Center

* have identified funding sources for community forest development and maintenance

* be operating Mad River Park

* have secured funding for park and trails development

* have formalized relationships and collaborations with other governmental agencies

» have maintained a high quality and efficient workforce

 have continued our commitment to ensuring efficient and ethical governance

* have improved communications with the ratepayers and the entire McKinleyville
Community.

* will have ensured continued planning and training for emergency operations

* have achieved a “best practices” distinction

* have long-term, financial sustainability in all District programs (debt, reserves, program

costs, etc.)
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McKinleyville Community Services District Strategic Plan 2014

Strategic Elements

Strategic Elements represent the vital areas of the District’'s operation and
management wherein strategy is placed. They assure that the implementation of
strategy work to be performed in support of the Mission and Vision are
comprehensive in nature and properly cover all areas of the District. Strategic
elements are derived from the foundational Mission and Vision statements of the
District. They are linked to action and results through the Strategic Goals written in
each area and the Strategic Work Plan. The Strategic Work Plan contains the
supportive actions and initiatives organized and prioritized by year within the planning
period. It presents each Strategic Goal and consolidates actions in tabular form in
Table 1 - Strategic Plan “Matrix” (pg. 31).

The Strategic Elements are:

1.0 Water

2.0 Wastewater

3.0 Streetlights

4.0 Parks and Recreation

5.0 Partnerships

6.0 Personnel/Organization

7.0 Administrative Management

8.0 Financial Sustainability
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McKinleyville Community Services District Strategic Plan 2014

1.0 WATER

11

1.2

Objective: The objective is to continue our commitment to supply safe and reliable
drinking water to our present and future customers.

Strategy: We will do this by keeping replacement, repair and upgrading of our pipes, and

pumps at a high level by ensuring adequate funding.

MAINTENANCE PROGRAMS

Maintaining reliable water distribution and storage is the number one priority of
MCSD. Through the use of our Preventative Maintenance work order software
(SEMS) we will continue planned maintenance of all facilities. Annual and monthly
inspections will be conducted on all aspects of the system. Results of these

inspections will be used to prioritize and schedule repairs. These facilities include:

. All Booster Pumps and Motors

° Pressure Reducing Valves

° Fire Hydrants and Distribution Valves
° Emergency Chlorination Systems

. Emergency Generators

° Storage Tanks

During this planning period tank maintenance will include the recoating of Tank 1 B at
Cochran Road and the replacement of the shingled roof on redwood tank 3 B at
McCluski. Monitoring unaccounted for water will indicate potential leaks and initiate
the search. At this time our unaccounted for water is within the industry standard,

verifying the integrity of our distribution system.

WATER STORAGE TANK PROJECT
MCSD Board has determined the necessity to maintain a 5-day reserve of water due
to our single source. We are in the process of negotiating the purchase of property

adjacent to Cochran Tank Site. Upon completion of the procurement process a cost
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1.3

1.4

1.5

1.6

benefit analysis on tank type will be conducted to determine whether the tanks design
will be steel or concrete and design completed. Search for grant funding to offset
costs.

EMERGENCY WATER CROSSING

Due to the vulnerability of the MCSD sole water source and the construction of the
Highway 101 Bridge, a 12” pipe was installed during that construction. An intertie was
then needed to link MCSD to another water source. The intertie design and
agreement have been completed. Proposition 50 Grants funds are available due to a
regional effort lead by MBMWD.

EMERGENCY WATER SUPPLY

MCSD is pursuing grant funding to develop a Ground Water Management Plan
(GWMP). Due to the vulnerability of one source of water MCSD had determined an
emergency ground water source is necessary. Through development of the GWMP,

reliable sources of ground water will be developed in the event of an emergency.

RADIO TELEMETRY UPGRADES

Due to age of existing digital control at tank sites and booster stations MCSD s in the
process of updating this equipment. These system upgrades ensure public safety and
have supervisory control of remote infrastructure; these systems must perform in a

reliable manner.

WATER MAIN REHABILITATION AND REPLACEMENT

The original MCSD water distribution system is 40 years old. The integrity of the
system is still sound but since the rehabilitation of in-the-ground pipe is costly; funds
will start being set aside for this particular project. Replacing AC pipe with C900 as

upgrades or repairs occur is also part of the District’'s improvement strategy.
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1.7

RADIO READ METERS

Radio read meter technology has matured to a point where it is now feasible and cost
effective to utilize them. MCSD specification requires all new meters be radio read.
As meters age to roughly 15 to18 years they have been replaced in the past. MCSD
is in the process of consolidating that process to either retrofit new meters with radio
heads or replace older meters with radio meters. This process will be ongoing for the

next two to three years.
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2.0 WASTEWATER

Objective: The objective is to continue our commitment to provide safe and reliable

collection, treatment, recycling and disposal of wastewater to meet current and future

regulatory requirements and community needs.

Strategy: We will do this by meeting current community wastewater needs and continuing

to monitor proposed future regulatory and capacity requirements and ensuring adequate

funding.

2.1

2.2

20-YEAR FACILITY PLAN
A facility plan was completed and accepted by the MCSD Board of Directors in
December of 2011. The three year long process evaluated the collection and
treatment systems and the reclamation and discharge facilities. These evaluations
were used to determine the adequacy of existing facilities so phasing of upgrade or
replacement could be documented.

e WWMF

e \Wastewater reclamation sites

e Collection system

e Lift stations

WWMF IMPROVEMENT PROJECT

MCSD’s existing treatment facility is unable to meet current limitations as set forth in
the NPDES permit and upcoming limitations will only become more stringent. An
upgrade is necessary to be in compliance with upcoming State nutrient removal
requirements and avoid future fines so MCSD is in the process of design with
construction of new WWMF to meet current and future discharge limitations
scheduled for completion in during this planning period. Utilization of grant options to

help offset costs is a priority for this project.
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2.3

2.4

2.5

2.6

COLLECTION SYSTEM UPGRADES

A sewer model was designed to locate undersized mains in the collection system.
Scenarios were run using proposed growth and major rain events. Several locations
were identified as being inefficient to handle the flow increase without causing sewer
back-ups and possible spills. Upgrades will be necessary in these areas as

development and population increases.

SEWER MAIN IMPROVEMENT AND REHABILITATION

The Board has prioritized maintaining the sewer mains tight and free of infiltration.
Preventing the groundwater from mixing with the sewer saves on pumping and
treatment costs. An internal pipe patch repair kit was purchased to make these
trenchless repairs. It will not only repair the broken section of the main but also save
excavation costs. Replacing AC pipe with SDR 35 as upgrades or repairs occur is
also part of the District's improvement strategy. During the planning period the

District will pursue the conception of a Sewer Mainline Replacement Plan.

RADIO TELEMETRY UPGRADES

Due to age of existing digital control, MCSD is in the process of updating this
equipment. In order to ensure public safety and maintain proper supervisory control
of remote infrastructure, these systems must perform in a reliable manner. The
WWMF controls will be addressed along with the improvement project as well as the

sewer lift stations are scheduled for this planning period.

SEWER LIFT STATION GENERATOR UPGRADES

The sewer lift station generators are nearing the end of their service life. There are
also emission restrictions on these generators, which prevent the needed cycling of
these generators. The District plans to upgrade the generators to meet emission

regulations and to allow for future pump upgrades during this planning period.
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2.7

2.8

PRE-TREATMENT PROGRAM

A pretreatment program is very important to regulate unwanted discharging into the
sewer collection system, which can disrupt the treatment process; grease from
cooking facilities also plays a major factor in sewer spills. By direction of the Board,
discharge permits will be issued to non-domestic discharges and customers with
grease traps to meet the Food Oil Grease program requirements. This State

mandated program will be fully implemented in this planning period.

&1 PREVENTION

Inflow and Infiltration cost a lot of money to pump and treat. It can also overwhelm a
sewer lift station and possibly cause sewer spills. Annual inspections of manholes,
smoke testing and flow testing are ways MCSD identify these issues. Keeping the
public educated on not pulling cleanouts or connecting drains and downspouts into
their sewer laterals is a method of eliminating inflow problems. Gel grouting
rehabilitation of manholes and pipe patching will continue to be a priority to eliminate
infiltration. MCSD will continue to utilize the camera van and push camera to inspect
discrepancies found during inspections. Through the use of multiple media channels
new methods of community education will be implemented during this planning

period.
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3.0 STREETLIGHTS

Objective: The objective is to continue our commitment to provide public safety through
well-lit streets, intersections and neighborhoods.

Strategy: We will do this by implementing the most cost effective and reliable streetlight

technology and through adequately funded continuing maintenance programs.

3.1 CONVERTING TO LED LIGHTING
Due to improvements in technology that reduce carbon impact and costs, the Board
has directed staff to proceed with the implementation of the LED streetlight retrofit.
Funding and replacement of all streetlights with LED lighting is expected to be
completed in this planning period. Through update of District Standards, all new

developments will be required to meet the LED fixture specifications.

3.2 MAINTENANCE PROGRAMS
Through use of a new pole inspection program, poles will be replaced prior to
becoming a safety hazard and as needed due to condition or collision. GIS locate

new poles as new development occurs.
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4.0 PARKS AND RECREATION

Objective: The objective is to provide safe and high quality parks, facilities, trails and
recreation programs for the McKinleyville community.

Strategy: We will do this by encouraging community participation to assess recreational

needs; deliberately seeking broad funding for the support of parks, facilities, and trails.

4.1 TEEN AND COMMUNITY CENTER
Over the course of the last several years, staff gained community feedback and
conducted a community survey to consider future needs for the Parks & Recreation
Department. The results of this input and the survey showed support of building a
Teen Center in McKinleyville. In 2012, the MCSD Board approved Measure B and
authorized staff to begin the process to design and construct a Teen and Community
Center at Pierson Park. A majority of funding for the construction and a portion of the
maintenance for this project has been secured through the successful passing of
Measure B. Staff will continue working on fund raising efforts to help furnish the

facility.

4.2 HEWITT RANCH PROPERTY
This park has been identified as a necessary enhancement to the McKinleyville
community through a series of Public Meetings held in 2007. Ultimately, the MCSD
Board encumbered $25,000 in Quimby Inland Park Dedication Funds for the project
and directed staff to pursue matching grant funding for the park expansion. Based on
staff recommendations and public input, the Board approved enhancements to
include an interpretive trail system, a disc golf course and small gravel parking lot.
Funding options will be developed and brought to the Board for consideration in
2016.
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4.3

4.4

4.5

4.6

WASHINGTON AVE PROPERTY
This 3.10 acre property was purchased in 2013. While there are no immediate plans
for park development, the Board has expressed interest in creating access so that it

will be available for the community to use as open space.

COMMUNITY FOREST

Staff will explore funding avenues for the operation and maintenance of a community
forest at two potential locations in McKinleyville.

The McKinleyville Area Plan has identified the importance of a community forest in
McKinleyville. Locations and funding will be researched and identified throughout this
planning period.

MAD RIVER PROPERTY

This property has been identified as having recreational potential and staff will seek
funding in the form of grants and donations for future development of this property in
line with strategic directives. During this planning period, access and trail systems will

be developed.

MAINTENANCE STANDARDS

The Board and members of the community have placed a priority on continuing a
high standard of maintenance for our parks and facilities. Management will implement
this priority by evaluating staffing levels and continuing employee training

opportunities.
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5.0 PARTNERSHIPS

Objective: Our objective is to foster beneficial relationships to accomplish the broad,

long-term strategies of the District.

Strategy: We will do this by embracing strategic ties with other organizations and

agencies, working closely with regulators, supporting a deliberate legislative agenda and

participating in professional associations.

5.1

FOSTER REGIONAL COOPERATION

The infrastructure of the District is dependent on the interties of other agencies, i.e.;
the County, surrounding city governments and special districts. It is through a
combined effort that the services needed by our community are effectively and
economically delivered. These relationships are built on our dependency upon inter-
agency cooperation. As MCSD moves forward, the District must maintain and seek
out additional areas of cooperation. This is critical to our continued growth and
commitment of service. We will continue participating in Humboldt Bay Municipal
Water District (HBMWD) Municipal water customer group meetings as well as in the
Humboldt County Emergency Operations Plan (EOP) through interoperability and
mutual aid agreements. District management will continue to meet with Humboldt
County Board of Supervisors and with Humboldt County Sheriff Department and
Arcata Fire Protection District. We will work to improve coordination with the
Humboldt County Planning and Public Works Departments and foster an environment
where elected officials from Arcata and McKinleyville can meet to discuss shared
responsibilities. Additionally, we will continue partnerships that benefit MCSD by
providing labor and project support, such as with SWAP, California Conservation
Corps, Service Clubs, McKinleyville Family Resource Center, Eagle Scouts, etc.
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5.2

5.3

IMPROVE POLITICAL TIES — COUNTY SUPERVISORS, STATE LEGISLATURE,
FEDERAL LEGISLATURE —

The political ties present and available to MCSD are intertwined in the financial
resources and support necessary to maintain existing infrastructure and services to
the community. As demands are being met, these ties are daily nodes of information
about additional resources available on a larger scale. As our political partners
become aware of grants, financial resources and other projects beneficial to the

District; our relationship gains importance.

It is critical to continue to contact and educate each organization in order to make
them aware or enable them to provide valuable information and conduits for access
to these resources. We will continue to seek inclusion in Humboldt County
Association of Governments (HCAOG) either directly, or through Joint Powers
Association (JPA) or through committee membership. Additionally, we will continue to
participate with State level organizations, including Special Districts Risk
Management Authority (SDRMA), California Special Districts Association (CSDA),
California Water Environmental Association (CWEA), Association of California Water
Agencies (ACWA) and the California Parks & Recreation Society (CPRS). We will
also monitor opportunities for inclusion in other organizations that will increase the

Districts political influence.

PARTICIPATE WITH COMMUNITY GROUPS - CHAMBER OF COMMERCE,
VOLUNTEER GROUPS, PROFESSIONAL ASSOCIATIONS

It is important to participate with local groups representing various constituents in
order to achieve and deliver services needed or seen as needed by the local
community. Our relationships today foster cooperation and maintain links to our
community. It is important to embrace these in the future as the community changes
and demands different services or approaches to serving its needs. Local leaders

provide access to the heartbeat of the community and the District will collaborate and
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lead where necessary in leveraging those relationships. They include, but are not
limited to:

e Humboldt Area Foundation

e Kiwanis Club of McKinleyville

e McKinleyville Area Fund

e Mad River Rotary Club

e Humboldt Sponsors

e Boy Scouts/Girl Scouts of America

e California Conservation Corps

e Headwaters Fund

e Moose Lodge

e McKinleyville Chamber of Commerce

e American Red Cross

e Humboldt County Probation Department
e Soroptimist Club

e Humboldt Regional Occupation Program
e McKinleyville Organizing Committee

e McKinleyville Family Resource Center

e Youth Advisory Council

e Boys & Girls Club of the Redwoods

Page 21 of 30 December 2013



McKinleyville Community Services District Strategic Plan 2014

6.0 PERSONNEL/ORGANIZATION

Objective: The objective is to sustain a motivated, high quality and efficient workforce for

an adaptable organization.

Strategy: We will do this by utilizing sound policies and personnel practices, offering

competitive compensation and benefits, providing opportunities for training, development

and professional growth and ensuring a safe and secure workplace.

6.1

6.2

EMPLOYEE RETENTION

To ensure the District remains a desirable place to work and is thereby able to recruit
and retain a high-performing workforce is a high priority. We will have periodic studies
done to determine appropriate staffing levels, compensation and benefit
competitiveness relative to local and regional labor markets. We will structure the
salary schedule and professional growth opportunities to allow employees to see a
clear and attainable career path at MCSD.

In order to attract and retain the best talent, we will provide opportunities for
employees to enhance their job skills and knowledge in their career field. It is
essential to offer opportunities for employees to be evaluated and recognized for
superior job performance and rewarded for submitting valuable suggestions for

improving business practices.

TRAINING AND DEVELOPMENT

Given the size of our District workforce, it is important that our staff be well trained in
multiple job duties. Individual Development Plan reviews will continue to be done
annually in order to ensure that the District can meet the regulatory requirements and
provide excellent customer service. Employees will be encouraged to train in related

disciplines that will meet District needs.
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Cross training plans will continue to be provided to increase knowledge and skills
within each job function, and development of a succession plan will ensure continuity

of operation in the event of a staffing crisis.

6.3 EMPLOYEE COMMUNICATION
Effective communication is essential to the functioning of the District and to
productive management/employee relations. Maintaining and following a current
Organizational Chart; holding regularly scheduled staff and management meetings;
maintaining and updating current Personnel Policy Manuals and Employee
Handbooks through regular legal and management review; and providing multiple
avenues and informal channels of communication in addition to official channels will

facilitate improvements in employee communication.

6.4 EMPLOYEE SAFETY PROGRAM
A safe working environment is a number one priority for the District. This will be
accomplished by holding regularly scheduled tailgate safety meetings and
administrative safety meetings. Participation in SDRMA’s annual safety audits;
conducting regularly scheduled safety training; monthly safety inspections of all
facilities, playgrounds and parks; weekly safety inspections of all equipment and

vehicles are all essential elements in providing a safe working environment.

6.5 EVALUATION AND PERFORMANCE MANAGEMENT PROGRAM
High quality and ongoing staff evaluations are key to providing feedback and
fostering excellent employee performance. This will be accomplished by requiring
Annual Performance Evaluations for all staff and conducting 360 evaluations for the

General Manager, Department Heads, and all other supervisory positions.
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7.0 ADMINISTRATIVE MANAGEMENT

Objective: The objective is to ensure efficient and ethical governance and sound

management of the District.

Strategy: We will accomplish this by proactively managing organizational knowledge,

being responsive, consistent and accountable to our public, following an effective self-

assessment policy while adapting the management best practices necessary to support

the evolving needs of the organization.

7.1

7.2

DISTRICT POLICIES AND PROCEDURES

The current rules and regulations of the District provide a solid basis of operation.
Additional demands of the community we serve, emerging regulations, and/or Board
procedural or policy desires will require continued strategic development and
maintenance of operating guidelines. These inform, educate and moderate the
activities of the staff, community and partners of the District. We will continue the
practice of regular review and update of the Rules and Regulations. Additionally, the
Board Secretary, who is currently designated to document changes and insure timely
and accurate reporting of the changes, will make sure that we comply and are up to

date with all required policies and procedures.

RECORDS RETENTION
Legal requirements for record retention policies are established on a statewide basis.
Adherence to these pre-established minimum standards and accepted guidelines is

mandatory for record retention.

Implement a document management program to upgrade the retention and storage of
those documents identified as critical to operations and infrastructure maintenance.

This program under assessment will add a level of technology to our present
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retention and filing system. Of primary importance is the ability to identify and

retrieve data.

New policies are being developed daily as MCSD grows in service to its citizens and
as it coordinates these services with sister districts and agencies. As additional
policies are necessary, management will update the rules and regulations manual in
place. This responsibility for development lies within each department: yet will be
coordinated through administration with proper Board approval. At present, all
departments access these rules and regulations through the “P” drive; changes are

presented by staff to the Board, approved and updated as required.

7.3 CUSTOMER SERVICE
The District recognizes the importance of customer service and strives to serve all
elements to the best of its ability through ongoing training and adaptation to the

evolving needs of the community.

As such, MCSD is constantly training staff in updated methods of customer service.
This includes identification of service improvements and increased use of technology
to deliver service to customers at the highest level. Staff is monitored through HR in
their development and training in support of these customer service objectives.
Additional activities on to customer feedback, community surveys and opportunities

for public comment are part of this focused effort.

7.4  BUILD PUBLIC INFORMATION PROGRAM
The continued use and further development of the Public Information Program is
designed to communicate activities to the general populace. These programs bring
the community into the business of the District allowing a conduit of information
between the District and the public. The District believes strongly in informing citizens

of current activities, seeking support for those activities and maintaining the public’s
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7.5

access to information. The following resources and points of communication are

being developed to further these efforts.

- Website: Provides an avenue for updating and distributing topical information in
an economical and accessible manner.

- Public Service Announcements (PSA): Emphasizes important topics and
events affecting each individual served in the community.

- Newsletter: Highlights events affecting the community and provides input from
the community on the heartbeat of the District.

- Recreational Activity Guide: Allows for participation of the community in local
and MCSD sponsored events throughout the year.

- Flyers: Brings awareness to special events affecting and promoting the District.

- Posting Notices: Keeps the populace aware of important meetings, events and
public meetings, which are avenues for communication.

- Development of social networking resources: Communicates vital information

in a timely manner to a new generation of District customers.

BOARD DEVELOPMENT
As new members are added to the Board, it is important to familiarize them with the
laws governing Board management and policies including new Board member

orientation procedures.

Additionally, experienced Board members are encouraged to seek additional training
throughout the year to promote ethical and transparent government at the local level.
This begins with the mandatory AB1234 training in ethics. Board members will also
be encouraged to participate in professional development conferences or other

trainings at least bi-annually.

Depending on participation in other agencies Boards and committees, each Board

member is active in conference attendance and District representation. New ideas
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7.6

7.7

are constantly being brought back from these events increasing and promoting
awareness of new and better methods of providing service to the District. Regular
attendance at Board meetings and appointment to other agency’s committees is

emphasized.

As new members are added to the Board, it is important to familiarize them with the
laws governing Board management and policies. These are provided in the Board
manual, in training on the Brown Act and Public Records Act. Legal representatives

are present to guide and instruct the Board as needed.

e Formalize Board/General Manager communication plan

e Institute procedure for new Board Member Orientation

ANNUAL REVIEW AND UPDATE OF THE DISTRICT’S STRATEGIC PLAN

It is important that each year the Board and Sr. Staff work together to review and
update this strategic plan. Updating annually assures that the plan remains current,
that specific strategies and tactics remain viable, that our prioritization is still on-track
and that we together have clarity for our strategy year after year. We will review and
update the strategic plan each year in January or February in a workshop format, in
conjunction with the annual budgeting process and will do a comprehensive update in

five years.

EMERGENCY PREPAREDNESS AND RESPONSE
Participation in local Operational Area cooperative group, Humboldt County Hazard
Mitigation Plan, MCSD’s Emergency Operations Plan and regularly scheduled

training including set-up and “tabletop exercises”, NIMS training included in IDPs.
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7.8

7.9

7.10

ACHIEVE BEST PRACTICES DISTINCTION AWARDS

During the strategic planning process, the Board recognized the achievement of a
best practices award as a goal. There are many types of Excellence Awards available
to Special Districts from various regional, state, or national professional groups
including financial, management, operational, and others. Over the range of this
strategic plan, we will review available awards and position the District to achieve a
public acknowledgement of excellence for McKinleyville. Obtaining Special District
Leadership Foundation’s District Transparently Certificate of Excellence is a
requirement and will be a necessary first step towards applying for the Districts of

Distinction accreditation program.

EXPLORE OPTIONS FOR INCREASES IN ENERGY EFFICIENCY AND
ALTERNATIVE ENERGY SOURCES

The Board and staff recognize the necessity of exploring alternative energy sources
and reducing District energy consumption. This is important to minimize rates and

reduce our carbon footprint.

This can be accomplished through energy efficiency audits and updating equipment

with new efficient technologies.

PLANNING AND LATENT POWERS

In an effort to continue to provide services within MCSD’s sphere of influence the
District will review the potential annexation of areas that are currently provided water
or are within a natural boundary. Annual reviews of MCSD’s boundaries would be
encouraged. Efforts to maintain continuity with the requirements of LAFCo will take

precedence.
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8.0 FINANCES

Objective: Our objective is to manage public funds to assure financial stability, prudent

fiscal management and demonstrate responsible stewardship.

Strategy: The District will ensure that adequate financial resources are available to fund

current and future demands, utilizing funds to maximize value to the customer.

8.1

8.2

RESERVE POLICY IMPLEMENTATION

The Board has set a goal to maintain reserve funding according to the 2012 Reserve
Policy. To achieve that goal, management will analyze and monitor capital inflows
and outflows and will control costs as much as possible in order to run operating
surpluses in all Funds sufficient to offset losses accumulated from prior years. The
end goal is to have fully funded reserves in all Board designated categories. We will
also continue to monitor State policies that might endanger the District’s critical
strategic reserves and bring Reserve Policy adjustments to the Board for action to

mitigate the risk of future State seizures of funding.

BUDGET DEVELOPMENT AND COMMUNICATION

The budgeting process is one of the most important financial planning tools available

to the District. It is the foundation on which our strategy rests. Without adequate

budget information and financial feedback, the Board and District management
cannot make sound, fiscally responsible decisions about the starting, sequencing, or
completion of projects and programs.

8.2.1 Our budget process will continue to be collaborative, with input from the Board
for overall strategy, and from the General Manager and all Department Heads
for operational accuracy. It will reflect projects, plans, and actions referenced
to this strategic plan.

8.2.2 Our budget process will continue to incorporate past historical trends, current
economic and demographic trends in the community, local and State

governmental and regulatory environments, and annual operational forecasts.
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8.3

8.4

8.5

8.2.3 The District budget will be presented to the board in Draft form each year in
the months prior to official adoption so the Board can ensure adequate review

and alignment with strategic objectives.

CAPITAL BUDGET MANAGEMENT

To facilitate long range strategic planning, the rolling 20-year Capital Improvement
Plan Budget will be presented annually to the Board with a 10-year horizon for each
Fund as part of the annual budgeting process. Each element in the Capital Budget
shall have a funding notation — an estimate or assumption about where the funding
for that budget item will be found. Some types of items have a generous grant
environment, while others will need to be funded with long-term debt, or directly from
Reserves or operating funds. This will allow adequate review of operational cash flow

impacts and ensure that capital acquisitions are in alignment with strategic objectives.

DEVELOPMENT OF FINANCIAL MANAGEMENT SYSTEM

While the current financial management system used by the District is robust in some
areas like utility billing, it is weak in others such as data collection, trend tracking and
reporting. Over the next five years, all components of the system, both manual and
computerized, will be reviewed for efficiency and functionality and upgraded,
supplemented, or replaced as necessary. Planned replacements of large software
components will be included in the Capital Budget for review and approval by the
Board.

FINANCIAL AUDIT

A financial audit will be performed annually after the close of the fiscal year to ensure
that District finances are compliant with Generally Accepted Accounting Principles
(GAAP), the Government Accounting Standards Board (GASB) and other regulatory
requirements, and to provide additional perspective on internal controls and financial

processes.
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The Importance of an Effective Records Retention Policy
By Jason R. Bock

Why Have a Record Retention Policy?

It is important for every organization to have an established Record Retention Policy (RRP) that provides
for the retention and destruction of documents and other records maintained by the organization. Over-
saving records, storing them indefinitely or simply longer than needed, can create unnecessary burdens
that could easily be avoided. For instance, if an organization becomes involved in a legal dispute, the
task of going through a voluminous amount of records to produce relevant material can quickly become
an enormous and costly challenge. In addition, costs directly related to storing and maintaining
unnecessary records is likely an expense that does not serve an organization’s bottom line.

While over-saving records presents its own pitfalls, failing to retain records for long enough presents risks
as well. Minimum retention periods are imposed by law for certain records, such as those related to taxes
and employees, and certain industries may be governed further by particular regulations. In addition, if
an organization is involved or likely to be involved in a legal dispute, the organization has a legal duty to
preserve records that may be relevant to that dispute. If relevant records have been destroyed pursuant
to a sound RRP that is strictly complied with, there will often be a presumption that the organization
complied with its duty. However, once litigation is pending or imminent, it is too late for an organization to
establish a RRP, or to begin strictly complying with a RRP that had not been enforced in the past.

The Basic Framework of a Record Retention Policy

The basic framework of an organization’s RRP should group all records into three distinct categories.
The first category should include those records that the organization “must keep.” These records include
those that must be maintained by all organizations pursuant to a general legal requirement, as well as
those required to be maintained by a regulation governing the organization’s particular industry. Also
included, are any records relevant to a pending or likely legal dispute. Records in this category should be
retained for the amount of time required by law or regulation, or until they are no longer relevant to a legal
dispute.

The second category should include those records that an organization “wants to keep.” These include
those records, which although not subject to a legal requirement, nevertheless serve a valuable business
or administrative purpose of the organization. The RRP should provide a time period for which these
records should be retained or otherwise periodically reviewed to determine whether they still provide
value.

The third and final category should include every document or record that is not in either the “must keep”
or the “want to keep” categories. This is the “destroy/delete” category. This group includes all records
that are not required to be maintained by law or regulation, and which do not provide serve a business or
administrative purpose. All records included in this category should be destroyed or deleted.

Generally Applicable Retention Periods

The records that serve the business needs of an organization will vary depending on the unique
characteristics of the organization. Furthermore, the regulations that govern retention periods will depend
on the particular industry in which the organization is involved. However, there are some general legal
requirements which are common to nearly every organization. Two of the most common types of records
that an organization is required by law to maintain include employment records and tax records. While
the general retention periods for tax and employment records are summarized below, certain industries
may be subject to stricter regulation. The information provided is intended for general information
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purposes only, and legal advice should be obtained before establishing a RRP for any particular
organization.

General Retention Periods for Certain Employment Records

Employers with at least 15 employees must retain applications and other personnel records relating to
hires, rehires, tests used in employment, promotion, transfers, demotions, selection for training, layoff,
recall, and terminations — 1 Year

Basic employee demographic data, pay rates, and weekly compensation records — 1 Year

Supplementary basic records (basic employment and earnings records and wage rate tables); order,
shipping, and billing records; and records of additions to or deductions from wages paid - 2 Years

Payroll records, certificates, agreements, plans, notices, and sales and purchase records - 3 Years

Records with respect to demographic information, as well as information related to the individual
employee’s leave of absence — 3 Years

Records of job-related injuries and illnesses — 5 Years

Records related to medical exams along with toxic substances and blood-borne pathogen exposure — 30
Years

General Retention Periods for Certain Tax Records
Records relating to a tax return that shows additional tax owed — 3 Years

Records relating to a credit or refund claimed after a tax return was filed — 3 Years, or 2 years from the
payment of the tax, whichever is later

Records relating to unreported income if such unreported income equals more than 25% of the gross
income reported on the tax return — 6 Years

Records relating to a claim for a loss from worthless securities or bad debt deduction — 7 Years
All employment tax records — 4 years from when tax becomes due or is paid, whichever is later

Policy Implementation

To ensure that a RRP is successful once it is established, it is important for personnel at all levels of the
organization to be educated about the policy. From upper management to the personnel who are
involved in the day-to-day operations, everyone should be informed about what is expected and required
under the RRP. After establishing a RRP and educating members of the organization, it is critical that the
RRP be enforced. While a sound RRP will help ensure that your organization complies with its legal duty
to maintain records and reduce the unnecessary burden and expense of retaining those records for too
long, these benefits are lost if compliance is intermittent or nonexistent.
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